Referrals In

Referrals In is a way to search for and accept or reject a Client Referral from another agency and to access the
disclosed client information if the referral is accepted.

WITS TIPS

The Client Profile of the client that is referred to the agency will display only one time when the Referral Status is
changed to “Placed/Accepted” and the FINISH button is clicked. The Client Profile is a direct copy of the Client
Profile information in the Referred By agency.

The Client Profile may be updated.

If the Client is transferred to the Referred To agency, the Intake will be created and the Admission will be copied. In
addition, the current Treatment Plan, Fee Determination, and Mental Health Assessment will be transferred has
read only.

The Unique Client ID is carried over from the first agency. It is not recreated.

To view the information that has been disclosed to the Referred To agency prior to accepting or rejecting the

referral, search for the Client in the Clients for Consents from Outside Agencies located on the Client Search
Screen.

Reviewing a Client Referral

1. The Home page displays a message indicating the number of Referrals into the agency.
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2. Click on the Navigation Pane.

3. The "Referrals for <Agency Name>" Search Screen displays.
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4. Search for the Client Referral using the Guidelines below

GUIDELINES FOR CLIENT REFERRAL SEARCH
To Search By:

o Referral Status— Select the appropriate Referral Status Code and move it to the Search Criteria box
using the forward arrow. Click GO.
Client ID — Enter the Client ID. Click GO.
Created Date —Enter the Date the Client Referral was created. Click GO.
Referred Date — Enter the Date the Client Referral was sent to the Referred To agency. Click GO.
First Name — Enter the Client’s first name. Click GO.
Last Name — Enter the Client’s last name. Click GO.
OR
e Enter any combination of search criteria. Click GO.
OR
e Click GO without entering any search criteria to access all Client Referrals for the Referred By agency.

e Click CLEAR to clear all search criteria and results from the search screen.

5. Search Results display.
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6. Click on Review for the selected Client.

7. The Client Referral for <Client Name> displays.
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Referred By
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& Consenl Verification Required? Yes
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Comments:

r Referred Tc
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The Referral Status is “Referral Created/Pending” and must be changed to accept or reject the Client Referral.

Reviewing Disclosed Information for a Referred Client

1. To review the disclosed information for the referred client, use the Navigation Pane to go to Client List.
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2. Click B

3. The Client Search screen displays.

4. click BIEID

on the navigation pane.

5. The Clients with Consents from Outside Agencies List displays on the Client Search screen.

Clients with Consents from Outside Agencies

Agency Client 1D Client Name DOB 55N Gender Actions

IDHV, DAH, Region 4 10615187 000003H A Child GMaNeaT 000-00-0000 Male

IDHW, DBH, Region 1 101 151512365130 A, Mouss 1HS5M95] S47-B4-2385 Male

IDHW, DBH, Region 4 107021818125074 Anderson, Gary TrASE1 524-35-8125 Male

IDHW, DBH, Region 1 2052007834101 B'nai, Fai 1252000 518-55-TE34 Female

IDHW, DBH, Region 1 207T011801234150 Baby, Suga 71880 123-33-1234 Female

IDHW, DBH, Region 1 Z02141656156134 Barbie, Malbu 211411564 263-58.6156 Female

IDHW, AMH Training Agency 104171629932054, Bunny, Easter &TIeE2 331-45-9988 Male

IDHVY, DBH, Region 4 101191657850040 Duck, Denakd 11951965 524 637859 Male

IDHW. DEH, Region 1 [20220170334503R [Test. Crysta Loe 22001970 1338-58-1345 Female st | Lk | Eemove
IDHYY, DBH, Regon 4 12010114 18938264, |Zebra, Zany 11111841 123-54-8829 |Famaie Aoty List | Lok | Remove ¥

6. Select the referred client and click on Activity List



7. Consented Activity List from <Referred By Region> for <Client Name> displays.

Consented Activity List from IDHW, DBH, Region 1 for Test, Crysta Lee

PROHBMON ON REDISCLOSURE OF NFORMATION CONCERNING CLENT M ALCOHOL OR DRUG ABUSE TREATMENT

This notice sccomp & disciesure of information concerning a client in alcoholdrug abuse reatment, made 1o you with the consent of such clienl. This infarmation has been
disciosed fo you from records prolected by Federal confidentialty rules (42 CFR Part 2), The Federal rules prohibi you from making any further discloswre of this information
uniess further disclosure s expressly permitted by the writhen consent of the person to whom & pertaing or as otherwise permited by 42 CFR Part 2 A general suthorization
for the release of medical or other information = NOT sufficient for this purpess. The Federal rules restrict any wse of the information to cominaly investigate or prosecufe any
alcohol or drug abuse patient.

Activity Case 2 Activity Date Created Date Status Aclions
Consent (Mental Welness Centers) 1 222 52012 Revoked

Consent (IDHW, DBH, Region 4) 1 g ) e W5202 Complated

Clent information (Profie) 1 2012 22m2 Complated

Inlake Transaction 1 J202 Iarm2 Completed

Consant (IDHW, DBH, Region 1) 1 12012 W262012 Completed

Consant (IDHW, DBH, Region 3) 1 112012 3262012 Revoked

Consent (IDHW, DBH, Region 3) i e w222 Completed

8. Click Review for a selected activity to access the disclosed information.

Accepting a Client Referral

1. To Accept a Client Referral, use the Navigation Pane to go to Agency>Referrals> Referrals In.
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2. Click on the Navigation Pane.

2. The “Referrals for <Agency Name>" Search Screen displays.
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4. Search for the Client Referral using the Guidelines below

GUIDELINES FOR CLIENT REFERRALSEARCH

To Search By:

o Referral Status— Select the appropriate Referral Status Code and move it to the Search Criteria box
using the forward arrow. Click GO.
Client ID — Enter the Client ID. Click GO.
Created Date —Enter the Date the Client Referral was created. Click GO.
Referred Date — Enter the Date the Client Referral was sent to the Referred To agency. Click GO.
First Name — Enter the Client’s first name. Click GO.
Last Name — Enter the Client’s last name. Click GO.
OR
e Enter any combination of search criteria. Click GO.
OR
e Click GO without entering any search criteria to access all Client Referrals for the Referred By agency.

e Click CLEAR to clear all search criteria and results from the search screen.

5. Search Results display.
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6. Click on Review for the selected Client.

7. The Client Referral for <Client Name> displays.




Client Referral for Test, Crysta Lee

rRaterred By r Beferred To
Agency IDHW, DBH, Region 1 Signed Consents IDHW, DBH, Region 3
Faciity Coeur &Alens Lgency IDHW, DBH, Region 3
Staff Member Cowell Vicki Facity Caldwed
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Referral Date W2BR012
Projected End Date |
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8. Change the Referral Status to “Placed/Accepted”

9. Enter an Appointment Status.

10. click GEELD .

11. The Client Profile displays. (Client Profile information can be updated)
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WITS TIPS

When accepting a referral from an agency outside of the Idaho Department of Health and Welfare, the Access
Category must be completed at the time that the referral is Placed/Accepted.




12.

13.

14.

click (D .

The Client Search Screen displays.

Client Search
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Clients with Consents from Outside Agencies
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The client now displays in the Client List and no longer displays in the Clients with Consents from Outside
Agencies List.

Reviewing Linked Consents

1. Select the client if necessary by clicking Activity Lizt under Actions on the Client List screen (how to select a

client).
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2. Click i in the Navigation Pane.

3. Click Sonsented Activity List ynder Actions to view Consented Activity List.

Linked Consent List Add Link

Agency Client Name Client ID DOB SSN Min Act. Date |Max Act. Date  Actions
Idaho Department of Corrections De Vil, Cruella 1 20615170000003R 6/15/1970 000-00-0000  8/4/2009 9/8/2009 Consented Activity List

4. Click Review ynder Actions to view the consented item.

Consented Activity List from Idaho Department of Corrections for De Vil, Cruella

PROHIBITION ON REDISCLOSURE OF INFORMATION CONCERNING CLIENT IN ALCOHOL OR DRUG ABUSE TREATMENT

This notice accompanies a disclosure of information concerning a client in alcohol/drug abuse treatment, made to you with the consent of such client. This information has been
disclosed to you from records protected by Federal cenfidentiality rules (42 CFR Part 2). The Federal rules prohibit you from making any further disclosure of this information
unless further disclosure is expressly permitted by the written consent of the person to whom it pertains or as otherwise permitted by 42 CFR Part 2. A general authorization for
the release of medical or other information is NOT sufficient for this purpose. The Federal rules restrict any use of the information to criminally investigate or prosecute any
alcohol or drug abuse patient.

Activity Case # Activity Date Created Date Status Actions
GAIN-SS 1 9/8/2009 9/8/2009 Completed |Review
Intake Transaction 1 8/4/2009 8/4/2009 Completed Review
Client Information (Profile) 1 8/4/2009 8/4/2009 Completed Review

Rejecting a Client Referral

1. To Reject a Client Referral, use the Navigation Pane to go to Agency>Referrals> Referrals In.
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2. Click on the Navigation Pane.

3. The “Referrals for <Agency Name>" Search Screen displays.
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4. Search for the Client Referral using the Guidelines below

GUIDELINES FOR CLIENT REFERRALSEARCH

To Search By:

o Referral Status— Select the appropriate Referral Status Code and move it to the Search Criteria box
using the forward arrow. Click GO.
Client ID — Enter the Client ID. Click GO.
Created Date —Enter the Date the Client Referral was created. Click GO.
Referred Date — Enter the Date the Client Referral was sent to the Referred To agency. Click GO.
First Name — Enter the Client’s first name. Click GO.
Last Name — Enter the Client’s last name. Click GO.
OR
e Enter any combination of search criteria. Click GO.

OR
e Click GO without entering any search criteria to access all Client Referrals for the Referred By agency.

e Click CLEAR to clear all search criteria and results from the search screen.

5. Search Results display.




Relerrals lor Bolse (Eappetl

Referral Status Codes Search Criteria

P i coptedd - n Beterra Crrateafeedng
Firterred Termpated

e tenaed Trastment

Emwciod by Progras = E

client 10 [N Created Date [ oferred Date [
First Name _ Last N

Actons  Chent ID Chent Name LoD Crested Daie  Refernna Agencr T acity Fef to facikty Referrsl Comments

Foryw WETS19TO000ONH A Onbg ANENEET  WRCe2 DWW, DBH Regen LBoae Communty WA Outgatent  Aeterral CresindPeadeg  Some
[Bevew Jaszzo170aMse0n  Test CremLee 20001970 Ma0GOI2 DHW, DB, Roges 1/Comr hlng  Communty U Ouipsfien  Retirral CrastedPenting  Bome

Referred To Modekty Beterrs Status

6. Click on Review for the selected Client.

7. The Client Referral for <Client Name> displays.
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4. Change the Referral Status to one of the following: Referred Terminated; Refused Treatment; Rejected by
Program.

5. Click WGLED .

6. The Referrals for <Referred To Region> screen displays.
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7. The client that has been rejected by the Referred To agency no longer displays on the Referrals for
<Referred To Agency> screen.



8. Select and move “Rejected by Program” to the Search Criteria box.

0. click ()]

10. The client that has been rejected displays in the Referrals for <Referred To Agency> list box.
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11. The Client that has been rejected displays in the Referrals from <Referred By Agency> list box. The
Referral Status is “Rejected by Program”.
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12. The Consent to Disclose Information may be “Revoked” by the Referred By Agency.



